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exercise should consider. An instructor who is conducting unit train- 
ing should be thoroughly familiar with these paragraphs and with 
section V, FM 21-5. 

e. Fvmdamentals should he emphasized. — The critique which fol- 
lows an applicatory exercise should indicate the various acceptable 
solutions; it should not convey the impression that there is but one 
correct method of solving the problem. Such a misconception leads 
to the adoption of fixed forms and to attempts to guess what the in- 
structor wants; the result is loss* of initiative and independent 
thought. The critique should emphasize the fundamental principles 
of the tactics in a situation, and should criticize and evaluate the 
different student solutions on the basis of their completeness and 
efficacy. 

/. Utilizing experience of personnel. — In both individual and team 
performances, certain individuals will have had experiences that will 
be of value to all personnel in clarifying the operation that took 
place. The director should take advantage of the experiences of 
these men in the critique or discussion. 

(1) In maneuvers involving several teams or units, the com- 
manders of each may be called upon to explain briefly the operations 
they carried out and to indicate the tactical principles that called for 
the particular operation. The comments to be made by each unit 
commander should be submitted to the director prior to the critique. 
In conducting such a general conference-type critique, the director 
should at all times be in charge of the proceedings. No arguments 
or personal comments should be permitted. The director may find 
it necessary to summarize the entire operation in order to be certain 
that the total situation and the basic tactical operations are entirely 
clear to all the men. 

(2) After an individual performance or an examination, the in- 
structor can use the directed discussion technique and let the men in 
his class assist in organizing and summarizing the fundamental 
points of the lesson. He should be careful to keep the discussion 
definitely on the topic and to prevent any one student from monopo- 
lizing the conversation. 

g. Expediting lemming. — Learning . should be facilitated, as sug- 
gested in chapter 3, by setting the stage, administering the class, 
handling the men, emphasizing repeatedly the important points, 
utilizing praise and recognition as motivating devices, and maintain- 
ing a calm, patient, and understanding attitude. 

109. Follow-up of the critique. — a. No training process can be 
considered to have stopped at any one of the five stages — preparation, 
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presentation, application, examination, and discussion and critique. 
Because training is continuous, the various lessons must be related to 
each other and to the course objective. After a lesson, the instructor, 
in later lessons, should watch for evidences of insufficient learning or 
disregard of the materials of previous lessons. Each critique, then, 
provides an opportunity to correct wrong learning and to relate what 
was learned in one lesson to the other lessons of the subject or course. 

&, After each critique, the suggestions or corrections should be 
kept in mind and used in later problems. New exercises should be 
set up which include not only a new tactical principle or a new 
method of procedure but also the materials already presented. 

c. The follow-up of the discussion by the instructor will also indi- 
cate whether certain individuals in his command have leadership 
possibilities. Those individuals who profit from the suggestions and 
criticisms presented in the critique and who use initiative and inge- 
nuity in applying these suggestions in the solution of later problems 
may well be the future Army leaders. 



110. The director. — Because a discussion and critique is essen- 
tially a lecture or directed discussion, the part the instructor or direc- 
tor plays is fundamental to its success. His personality, poise, 
enthusiasm, physical vitality, earnestness, and genuine interest in his 
subject will be reflected in the learning of his students. The in- 
structor appearing before his group tired, uncertain, or in an im- 
patient mood will be unable to hold the attention of his men or to 
secure their whole-hearted participation in the discussion. 

111. Preparation. — a. The critique cannot be planned as .thor- 
oughly as can the other stages of training, because the points to be 
covered are influenced directly by the performance of the students 
and their reaction to the other stages of instruction. The preparation 
will consist of the selection of a location, the determination of the 
length of time between the performance or examination and the dis- 
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cussion, the taking of complete notes during the performance, and the 
securing of any training aids or expedients which may be necessary 
in order to develop the points the instructor wishes to bring out. 

b. In planning for the critique, the instructor or director should 
keep in mind the standards of achievement that he expects of his 
men. In the early stages of training, the emphasis should be upon 
accuracy of performance. In the later stages, the emphasis should 
be placed upon team cooperation, the coordination of movements 
and operations, and both speed and accuracy of performance. 

c. The preparation for a discussion of an examination will include 
a review of the errors that had been made, a tabulation of the most 
frequent errors, and planning a discussion that will indicate the 
what, where, when, why, and how of these points. 

d. The preparation for a critique following a team performance 
will require close observation of the procedures used in the exercise 
and a review of the tactical and technical doctrines. The instruc- 
tor or director will frequently find that the errors in the perform- 
ance are due to — 

(1) Carelessness or inappropriate action on the part of the director 
or umpire. 

(2) An attempt to do too much in one exercise. 

(3) The use of inappropriate terrain. 

(4) - A complicated tactical situation which is too advanced for 
the training of the unit. 

112. Taking notes and preparing cut-sheets. — Taking notes 
during the performance or developing a cut-sheet or list of errors 
on an examination is necessary in order to select materials wisely. 
On a field exercise, the instructor should note the various points of 
technique, field orders, decisions, and cooperation of units to insure 
that these will be covered in the critique in such a way that future 
action will be improved. The notes can be brief and may consist 
merely of a comment, such as "observing around the wrong side of 
a post," "sights not blackened," or "lounging around the switch- 
board." Careful observation requires that the instructor be well- 
trained in advance, not only in the materials of his lesson or the 
principles of his exercise, but also in the techniques of supervision 
and umpiring. (See ch. VII and FM 105-5.) 

113. Planning the three steps. — Whether* the instructor uses a 
lecture or directed discussion, the explanation should be planned in 
terms of three definite steps : 

a. An introduction giving an over-all view of the lesson or 
problem. 

6. A discussion of the strong or weak points. 
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e. A brief summary which emphasizes the fundamental points 
of the lesson or problem. 

114. Time for critique. — a. In general, a critique or discussion 
is given as soon as possible after the application and examination. 
Criticisms have more meaning when they are given soon after the per- 
formance has been completed. • On the other hand, men who are tired, 
dispirited, hungry, or sleepy will not take kindly to criticism, nor will 
they have the energy and interest necessary for the desired individual 
participation in the discussion. The time for discussion is as soon 
after the performance. The discussion which is carried on after 
to participate in or listen to it. 

6. Individual performance usually will be followed immediately 
by an examination and a discussion and critique after the examination. 
It frequently happens, however, that the instructor will note common 
errors in the application that should be corrected before the examina- 
tion. A brief discussion preceding the examination should be held. 
The instructor should then expect that these errors will not occur in 
the examination or in a repeated application. Therefore, individual 
training in basic and technical subjects will frequently call for a dis- 
cussion immediately after the application as well as after the examina- 
tion. In either case, the discussion should be planned as a part of the 
lesson and carried out within the scheduled time. 

c. Team training offers two places for a discussion, before and 
after the performance. The discussion which is carried on after 
the exercise is the primary concern of this chapter, but it should not 
be forgotten that a brief preliminary discussion of the tactical opera- 
tions or procedures will improve the performance. The preliminary 
discussion should include a concise review of the tactical principles 
and a statement of the objective of the problem. In the critique 
after the performance, these same tactical principles and techniques 
would again be discussed, any weaknesses in the performance noted 
with specific suggestions for improvement, and an over-all picture 
of the exercise presented. The problem of when to conduct this cri- 
tique after the team performance is basically one of the condition of 
the participating personnel. If the men are fatigued, hungry, or 
dirty, they should be allowed time to clean up, rest, and eat before 
the critique. If the men have been on their feet during the exercise, 
they should be provided with a dry place to sit. To make such 
provision is the responsibility of the instructor, the director, or the 
chief umpire ; and it will have a marked effect on the results obtained 
from the discussion. 

115. Location of critique. — a. The discussion following individ- 
ual performances will usually take place in the same teaching location 



170 




Original from 
UNIVERSITY OF CALIFORNIA 



ARMY INSTRUCTION 



115 . 




115-117 



AKMT INSTRUCTION 



in which the training was conducted. If this area is noisy or there 
are distractions such as on a rifle range, impact area, or grenade court, 
the critique should be conducted in some quiet place elsewhere. 

b. Discussions following team performances that require consider- 
able terrain and time for their completion should be conducted in a 
quiet, comfortable location. All the men should be able to see the 
director and training aids used and should be able to hear him easily. 
A few minutes spent in selecting a desirable location and transporting 
the troops to that place will be well worthwhile in terms of student 
interest and attention. 

116. Techniques of conducting discussion and critique. — The 
techniques used in presenting a discussion and critique are similar 
to those in giving a lecture or directing a discussion. The instructor 
should review paragraphs 31 to 44, inclusive, for suggestions on effec- 
tive presentations. 

117. Cautions to be observed. — a. Because the technique of 
presentation is usually that of a lecture or a directed discussion, the 
weaknesses common to these techniques must be overcome. The 
critique should be brief, well illustrated, well planned, and conducted 
by an interested, enthusiastic officer. The personnel should be in a 
physical condition that will assist them in listening attentively. 

b. The effect on the entire command must be considered. The oper- 
ations of the staff should be a subject of discussion to the same degree 
as that of other units, but it may be desirable, whenever a staff is 
involved, to conduct several critiques in order that there may be no 
resentment or lowering of morale of any echelon of the unit taking 
part. 

c. The conclusions of the critique should be reasonable and perfectly 
clear to all personnel participating. The biases of any of the officers 
should not be allowed to control the direction of the training. The 
reason for each conclusion should be clearly and logically developed, 
and the standards of performance expected should be reasonable in 
terms of the stage of training of the unit. 

d. The training purpose of the discussion must be constantly kept 
in mind. Attention should be called to any errors made or incorrect 
tactics used during the problem, and recognition should be given to 
individuals who made outstanding contributions. No adverse com- 
ments should be made about any individual. If errors have been 
committed, a correct solution should be indicated and emphasized. 
When more than one correct solution is possible, a preferred solution 
may be indicated by the instructor. He should also emphasize that 
other solutions are permissible provided that the fundamental points 
are correct. 
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Chapter 7 
SUPERVISION 

Paragraphs 

Section I. General 118-124 

II. Selection of instructors 125-127 

III. Training of instructors 128-131 

IV. Observation of instruction 132-136 

V. Improving instruction 137-141 

VI. Problems of supervision 142-143 

Section I 
GENERAL 

Paragraph 

Introduction 118 

Purpose 119 

Responsibility 120 

Types of supervision 121 

Bases for supervision 122 

Conduct of supervision ■ 123 

Characteristics of supervisor 124 

118. Introduction. — Supervision is that phase of training man- 
agement which insures efficiency of training. An instructional pro- 
gram may be well planned, and adequate facilities and training 
expedients may be available, but unless the execution of these plans 
is efficient, instruction will not be effective. Proper supervision re- 
sults in high standards in the conduct of training. 

119. Purpose. — The objective of supervision is to direct training 
so as to make the most effective use of the means and time available 
to accomplish the training mission. (See par. 11, FM-215.) It is 
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imperative that each commander realize that every training situation 
will present difficulties to be overcome and problems to be solved ; no 
training program is ideal. It is only through effective administration 
that the best possible use can be made of the various factors in the 
instructional situation. Adequate supervision causes all instructors to 
take advantage of the means and time available. 

120. Responsibility. — Supervision is a phase of training man- 
agement ; it is a function of command and therefore the responsibility 
of every unit commander. ( See par. 12, FM 21-5. ) Every commander 
must endeavor to carry out his training plan in the most effective 
manner and to remove the various administrative, physical, and human 
obstacles to training. (See par. 142 and par* 24, FM 21-5.) There 
can be no excuse for failure to utilize to the fullest extent any and all 
means of improving instruction. 

121. Types of supervision. — Of the three types of supervision 
listed in paragraph 30, FM 21-5, this chapter is concerned only with 
the problems and procedures to be used in the daily supervision of 
instruction. 

122. Bases for supervision. — The doctrines and procedures 
stated in FM 21-5, TF 7-295, and this manual are to be used as the 
guides for the supervision of instruction. Each officer in charge of 
a phase of training also is expected to be thoroughly familiar with 
the instructional materials listed in FM 21-6 and 21-7. Efficient super- 
vision is based upon mastery of all materials related to instruction in 
the particular subject matter plus ingenuity, industry, and alertness on 
the part of the supervisor. 

123. Conduct of supervision. — The following points must be 
considered : 

a. Characteristics of the supervisor (see par. 124). 

b. Selection of instructors (see pars. 125-127). 

c. Training of instructors (see pars. 128-131). 

d. Preparation of lesson plans and rehearsal (see pars. 16-21 and 



e. Observation of instruction (see pars. 132-136) . 

/. Improvement of instruction (see pars. 137-141). 

g. Overcoming obstacles to efficient training (see pars. 142, 143; and 
par. 24, FM 21-5). 

124. Characteristics of supervisor. — In order to supervise in- 
struction effectively, the officer in charge must be well qualified in 
the subject matter, and must be an excellent instructor, a capable ad- 
ministrator, and a leader. Each supervisor will constantly strive to 
analyze his abilities and correct any weaknesses he may have. 
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a. He must know the subject matter he is supervising. — He must 
know the doctrines and procedures, the most efficient instructional 
methods, and the useful training aids for whatever classes he super- 
vises. This necessitates continual study on his part to make certain 
that his instructors are thoroughly prepared and make no mistakes, 
and that what they are teaching is in line with all recent developments. 

b. He must be an excellent instructor. — The supervisor must be 
able to judge not only what the instructor is teaching but how he is 
teaching. He must be familiar with Army instructional methods, 
know what constitutes an effective lesson, how it should be presented 
and developed, and how instructional aids should be used. He should 
have at his finger tips the materials presented in FM 21-5, TF 7-295, 
and in this manual. 

c. He rrmst be a capable administrator. — Many of the supervisor's 
duties are administrative,, and he should prepare himself to handle 
them expertly. He must know how to delegate responsibility and 
how to secure cooperation. He must be able to keep the broad out- 
lines of the training program in mind and to see the relation of each 
part to the whole. He must remember that he is there to help the 
instructors do their job. 

d. He must be a leader. — Just as the instructor is a leader of stu- 
dents, the supervisor is a leader of instructors. He is in fact an 
instructor at a higher echelon. He must be able to direct the instruc- 
tors under his supervision so that they will do the best work pos- 
sible. Fairness, firmness, and friendliness are essential characteris- 
tics both of a good supervisor and of a good instructor. 



125. Importance of careful selection. — a. The relation of Army 
instruction to battle success is well known. The relation of the quality 
of instruction to the qualifications of the men who are acting as in- 
structors is equally obvious. In the Army where highly developed 
skills and techniques must be acquired, it is of the greatest importance 
that the instructors be the best obtainable. Qualified instructors can 
be secured by proper selection and classification and by adequate 
training. 

6. The supply of men possessing the qualifications of good instruc- 
tors is sufficiently large to enable each commander to develop a capable 

R13548°— 43 12 175 



Section II 



SELECTION OF INSTRUCTORS 



Paragraph 
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Name of man rated 



Basis of Ratings : 4 — Superior 
3— Excellent 
2— Good 
1— Fair 

0 — Unsatisfactory 
CHARACTERISTICS TO BE OBSERVED 


Personnel officer 


Officers 
in charge 
of 

training 


Company com- 
mander 


Interviewer 


(1) 


(2) 


(3) 


As soldier 


Military bearing and appearance 












Physical fitness 










Reaction to orders and assignments 













Behavior in barracks 












Behavior in the field 














As leader 


Leadership in Army activities 












Leadership in civilian activities 














Mental alertness 














Willingness to take responsibility 














Initiative and aggressiveness 














Ability to make and carry out plans 














As 
special- 
ist 


Mastery of subject matter 














Interest and enthusiasm 














As teacher 


Interest in teaching 














Interest in men 














Instructional ability 














Ability as a speaker 














Date of rating 
Initials of rater 

























Figure 61.— Rating form for evaluating prospective instructors. 
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staff. All supervisors will make use of the available information in 
classifying personnel for instructional assignments. 

c. Men possessing the necessary aptitude for instruction will not 
make capable instructors until they have been trained in the subject 
matter and in methods of instruction. The training of instructors is 
considered in section III. 

126. Qualifications of an instructor. — a. Total pattern. — When 
the potentialities of a man as an instructor are evaluated, his total 
pattern of qualities, and abilities as listed in figure 61 must be con- 
sidered. No instructor should be selected only on the basis of one or 
two outstanding characteristics. Neither should a man be rejected 
because his ratings on a few qualities are low. The officers charged 
with selecting instructors should not pick only the top men in their 
classes as instructors. Just as a star football player may fail as a 
coach, so a bright student may not be the best instructor. The man 
who knows not only his subject matter but also the difficulties of learn- 
ing is the man to consider as an instructor. There are certain stand- 
ards that each instructor should meet — mastery of his subject, inter- 
est in teaching, and ability as a speaker. Deficiencies in some of the 
characteristics listed in figure 61, however, can be overcome through 
an adequate training program. 

b. Soldier, leader, specialist, and teacher. — An Army instructor 
must in a sense be four men: a soldier, a leader, a specialist, and a 
teacher (see fig. 61). Men who possess these four characteristics to 
a satisfactory degree will be capable Army instructors. 

127. Procedures to be used in selecting instructors. — a. Ten- 
tative selection on records and observations. — A tentative selection 
can be made from among the men available by the personnel officer 
and the various officers in charge of training. These officers have 
had opportunities to acquire the necessary information concerning 
the aptitudes of the men. 

(1) The personnel officer has access to all records. For officers he 
can refer to W. D., A. G. O. Form 66-1 (Officers' and Warrant Offi- 
cers' Qualification Card), and for enlisted men to W. D., A. G. O. 
Form 20 (Soldier's Qualification Card). From these he can secure 
information — 

(a) On their experience and achievements in civilian and Army 



... (6) On the abilities of each man as indicated by test scores. 

(2) The officers in charge of training will have had an oppor- 
tunity to note in the field and in the classroom those men who ap- 
pear to be qualified as Army leaders. These supervisors should make 
a conscientious effort to appraise as early as possible in the training 



life. 
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program the instructional capabilities of the men in their classes and 
units. 

b. Assignment to specialist training. — Those men being consid- 
ered as instructors should then be assigned to specialist training to 
get a thorough grounding in the technical material which they may 
later teach. Special attention should be paid to the men's abilities 
and interests as revealed by their progress in their military special- 
ties. 

c. Rating scale. — The men considered to be potential instructors 
should be rated on the characteristics listed in figure 61 by several 
officers working independently. The personnel officer, the company 
commander, and at least three other officers who have had charge of 
some phase of the man's training should participate. The recom- 
mendation of the special services officer will often be useful. It may 
not be possible for every officer to rate each man on all the qualities 
in the rating scale, but he should judge as many as he can. The 
ratings on the specialist qualifications cannot be made until after 
the completion of the required technical training. Likewise, some 
of the ratings on teacher qualifications cannot be made until the 
training in instructional methods is completed. Furthermore, at 
least two ratings on each man should be made several weeks apart 
by the supervising officers in order to get a reliable estimate of the 
man's potentialities. (See par. 97.) 

d. Interview. — To complete the initial selection, each man should 
be interviewed by the officer in charge. (See par. 100.) 

e. Combining results of records, observations, rating scales, and 
interviews. — The information secured in steps a, b, c, and d above 
should be combined to get a comprehensive basis for deciding which 
men are to receive training in instructional methods. 

/. Assignment to instructional training. — Following their specialist 
or technical training, the men should receive training in instructional 
methods and procedures as outlined in paragraphs 12S to 131, in- 
clusive. Their achievement in specialist and instructional training 
provides a valid basis for the final selection of men competent to 
become Army instructors. 

. Section III 

TRAINING OF INSTRUCTORS Paragraph 

Training in instructional methods 128 

Short course in instructional methods 129 

Observing expert instructors 130 

Supervised teaching 131 
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128. Training in instructional methods. — Selection and train- 
ing are two phases of a single procedure; both are necessary in de- 
veloping an adequate instructional staff. The vital importance of 
good teaching in the Army demands that every prospective instructor 
be well trained in effective instructional methods as well as in the 
technical aspects of military science. The necessary training in in- 
structional procedures and techniques can be secured by a short course 
of approximately two weeks' duration, by the observation of expert 
instructors, and by closely supervised teaching on the job. All three 
are essential. 

129. Short course in instructional methods. — a. A brief course 
will insure that all prospective instructors have a fundamental under- 
standing of Army teaching procedures. No commander would send 
troops untrained in combat practices into battle, and no officer in charge 
of training should be guilty of having his personnel taught by in- 
structors who are not thoroughly familiar with instructional methods. 
An instructor skilled in presenting his subject matter, in directing 
applicatory exercises, in developing or using suitable examinations, 
and in conducting discussions and critiques will save countless hours 
of valuable student time. The time spent in training instructors will 
be repaid many times in the increased efficiency of the training 
program. 

6. A course for instructors should be a model of the best that is 
known about the teaching process. It should be planned and executed 
in accordance with the highest standards by expert Army instructors 
so that every lecture, discussion, or demonstration will be conducted 
effectively. Frequent opportunities for application should be pro- 
vided by having the students solve practical exercises that arise in 
training situations and by requiring them to teach lessons in their 
specialties to the class. The examinations used should conform to 
the principles stated in chapter 5, and the critiques should be conducted 
by masters of that art. 

c. No rigidly organized instructors' course will meet every situa- 
tion. The officer in charge should make a study of the needs of his 
unit, and on this basis should prepare a course plan that will be of 
greatest benefit. He will base his plan on the materials in FM 21-5, 
TF 7-295, and this manual. Emphasis should be given to — 

(1) The role and importance of the instructor in the Army. 

(2) The preparation required for teaching a lesson. 

(3) The introductory step in presentation. 

(4) Presenting a lesson using the techniques of — 
(a) Explanation. 

(6) Demonstration. 
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(5) Planning and directing the application of materials learned. 

(6) Developing and using examinations. 

(7) Conducting a critique. 

(8) Developing and using training aids. 

(9) Securing and using textbooks and instructional materials. 

(10) Understanding the student as a learner. 

d. Practical problems are of great value in presenting situations 
of the type the instructors will face in the classroom. Each officer 
in charge of training instructors can develop fictitious situations, 
the solutions of which require a mastery of the instructional pro- 
cedures and principles given in FM 21-5 and this manual. Some 
examples of such written problems are listed below. 

(1) Situation: Group 5 is studying Army organization under 
Cpl. Jay. The class has been in progress for about 20 minutes and 
is now discussing the organization of the triangular division. Cpl. 
Dee and Cpl. Ess, both instructors in the same department, enter 
the classroom and seat themselves in the rear; they are free during 
the period and have come in to observe. At a controversial point 
in the discussion, Cpl. Dee interrupts and tells Cpl. Jay he's "all 
wet"; he proceeds to give his own explanation in a loud tone of 
voice. Soon Cpl. Ess interrupts with his own ideas on the subject, 
and the three instructors proceed to argue the case. 

Problem: Point out the undesirable features of this situation from 
the point of view of good instruction and class discipline. 

(2) Situation: Group B has assembled for its first class in "Morn- 
ing Reports" ; the class is scheduled to begin at 9 : 30 AM. While 
waiting for the instructor to appear, the students are talking among 
themselves. At 9:36, Sgt. Eks strolls leisurely into the room, car- 
rying a notebook and a newspaper under his arm. He places the 
book and newspaper on the rostrum, then takes out his pocket comb 
and combs his hair back from over his forehead. While doing this, 
he walks over to the window and looks out. He then returns to his 
desk. At 9:40, he opens his notebook, and in a low sleepy voice 
begins to call the roll. When he reaches the fifth name — that of 
Pvt. Tee — he stops and loudly greets him. It appears that they had 
been bunkmates in the instructor's previous company. The two 
men spend the next 5 minutes discussing the previous day's base- 
ball. The instructor uses his newspaper as a source of informa- 
tion. At 9:48, the instructor finishes calling the roll and proceeds 
with the lesson. 

Problem: Point out the faults of this instructor and indicate how 
the class should be conducted. How will the class be affected by 
the behavior of this instructor? 
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(3) Situation: Cpl. Ken is pointing out to his class on "Defense 
Against Aerial Attack" some of the identifying features of American 
airplanes. For this purpose he has brought into class a small-scale 
model of an American bomber. He asks the class (32 students) 
to gather round his desk, and he begins to point out features of the 
airplane. Within a few minutes the students at the outer edge of 
the circle are pushing and nudging one another in an attempt to get 
close enough to see the airplane model. A few are whispering among 
themselves and asking the ones in front for some of the informa- 
tion. Soon the group is completely out of order; only a few have 
learned anything. 

Problem: Why did the instructor fail to achieve his aim? How 
could he have prevented such a situation as this? 

e. Opportunities should be presented in the instructors' class for 
each student to present brief lessons. These lessons can be limited 
to 5 or 10 minutes at first, but after several brief lessons, the student 
instructors can be expected to present lessons taking from 30 to 50 
minutes. The amount of practice teaching that will be required will 
vary with the experience and ability of the men being trained. In 
a 2-weeks' course at least one-half the time should be spent in prac- 
tice teaching. Each lesson that is presented by the student instructors 
should be the subject of a thorough discussion, in which all mem- 
bers of the class and the officer in charge participate. Such discus- 
sions are of the greatest value in pointing out to the instructors the 
weaknesses of their technique and ways of improving their work. 

130. Observing expert instructors. — a. Because demonstration 
is an effective means of teaching, the men being trained as instructors 
should have opportunities to observe expert Army instructors con- 
ducing their classes. This observation of practical demonstrations 
will provide an effective means of combining lectures and discussions 
on teaching methods with instruction as it is carried out in the class 
situation. The effective use of such demonstrations will require care- 
ful preparation on the part of the supervisor and some preliminary 
training of the students. 

6. The student instructors will require training in the technique 
of observing an instructional demonstration. Immediately after they 
have been given an orientation to the problems of teaching, they should 
be provided with a mimeographed list of the important points to 
be observed in a classroom and taught to use this list. (See fig. 62 / .) 

(1) The first observation should come early in the training pro- 
gram. This observation takes the place of a demonstration of how 
teaching should be conducted. One period devoted to presenting the 
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points to be observed in teaching, when followed by an expert demon- 
stration of instruction, will relate the lectures and discussions to the 
job these men are expected to do later. The training in how to ob- 
serve should be based upon paragraphs 98, and 134 to 136, inclusive. 

(2) The lesson plan and the exact procedure to be used by the 
demonstrating instructor must be carefully checked by the officer in 
charge and a rehearsal carried out before the observations are made. 
Not more than 20 student instructors at a time should observe in a 
teaching situation. The officer in charge should attend the demonstra- 
tion and take notes on the instruction for the discussion to be 
developed later. 

(3) Each student should observe the instruction carefully, using 
the rating form (fig. 62) and summarize his observations in a brief 
report to be turned in at the beginning of the discussion. For each 
of the points in the checklist the students are to state in their reports 
what they observed, the reason for their rating, and their suggestions 
for improving the instruction. These reports will then be checked by 
the officer in charge for completeness and returned to the students 
with a cut-sheet or written comments, calling attention to any errors 
of judgment and to any points they failed to observe. 

c. After the report has been turned in, the officer in charge should 
discuss the important features of the instructional procedures as 
the introductory or the summary step for the lesson, or lessons, relat- 
ing to the technique demonstrated in the observation period. The 
combination of observation, discussion, presentation, and written 
comments on students' reports will lead to effective instruction in 
teaching methods and procedures. 

131. Supervised teaching. — After the student instructor has 
completed the short course and has observed critically several classes 
in which the various techniques have been demonstrated, he will be 
ready to step into a teaching assignment under close supervision. The 
instructors should not be considered as qualified until they have 
shpwn that they are capable of handling the problems that arise in 
a class. This requires the closest supervision by the officer in charge, 
the checking of all lesson plans and preparations, and conferences at 
frequent intervals in which the common instructional problems are 
discussed and solutions suggested. This supervised teaching is the 
final check on instructor training, just as combat success is the test of 
military training. 
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OBSEEVATION OF INSTRUCTION 



Paragraph 



Frequency of observation. 

Knowledge of the instructional situation 

Points to be observed 

Technique of observation 

Procedures in observing classes 



._ 132 

_ 133 

_ 134 

_ 135 

_ 136 



132. Frequency of observation. — The more frequently each in- 
structor is observed, the better check the officer in charge can keep on 
the conduct of training. The effect on the training program as a whole 
is stimulating, since it keeps every instructor "on his toes" and the 
various phases of instruction coordinated. Supervisory visits are of 
two types : the brief daily visit, and supervision of entire class periods. 

a. Brief daily visit. — It is desirable that the officer in charge visit 
each class for which he is responsible every time it meets. These visits 
usually will be brief and chiefly for the purpose of seeing that all 
classes are progressing with no obvious difficulties. 

J>. Supervision of entire class period. — From time to time the officer 
in charge must visit each class for an entire period to secure a com- 
prehensive check on all aspects of instruction in that class. The fre- 
quence of these extended observations will depend upon the excellence 
and experience of his instructional staff. Inexperienced instructors 
and those who are doing poorly must be supervised frequently, and 
every effort made to correct all defects noted. 

c. Supervision by other officers. — Frequent observation of classes 
by the other officers is of value in providing uniformly effective in- 
struction and will tend to eliminate the undue emphasis that results 
from a supervisor's interest in some phase of training. Reports of the 
observations of the several supervisors or inspectors should be made 
available to the officer in charge of the class immediately as well as to 
the commanders in the higher echelons. 

133. Knowledge of the instructional situation. — The super- 
vising officer must know at all times what is being taught in the classes 
for which he is responsible. He should have available for immediate 
reference the schedule of classes and copies of the lesson plans. Be- 
fore visiting a class for an entire period, the supervisor will familiar- 
ize himself with the proper lesson plan so that he will waste no time 
in evaluating the instructor's performance. 

134. Points to be observed. — The factors each officer should con- 
sider may be organized into five major headings : the classroom, the 
instructor, the students, the lesson, and a summary. (See fig. 92.) 
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a. Classroom (see sec. IV, ch. 2).— (1) Location.-^ it the best in 
terms of those that are available ? 

(2) Appearance. — Is the room clean and orderly? 

(3) Lighting and ventilation. — Is there adequate light and air? 

(4) Seating arrangement. — Can all the students see the instructor 
and any teaching aids that are used in the class? 

(5) Interest-destroying factors. — Are there any features of the lo- 
cation which will distract the attention of the students or the instructor 
from the lesson itself? 

b. Instructor (see sec. Ill, ch. 3). — (1) Appearance. — Does the in- 
structor carry himself in a military manner ? Is he neat ? Is he wear- 
ing the proper uniform ? 

(2) Physical vitality. — Is he energetic and full of enthusiasm for 
his subject and for teaching? 

(3) Voice. — Is his voice clear and understandable? Is it forceful? 
Does he speak too rapidly or too slowly ? Does he vary the tempo of 
his speech to fit the ideas he is presenting? 

(4) Speech. — Does the instructor have a good command of English ? 
Does he develop ideas clearly and logically ? 

(5) Bodily control. — Does he use appropriate movements and ges- 
tures? Does he have any distracting mannerisms? 

(6) Direction of attention. — Does he address his remarks in expla- 
nations to the class and not to the blackboard, chart, or to the windows 
or walls? 

c. Students (see sees. I and VII, ch. 3). — (1) Appearance. — Do the 
students meet the standards of bearing and grooming? 

(2) Interest. — Is there an active interest throughout the lesson ? Do 
they appear to be attentive, earnest, and eager for knowledge? 

(3) Reactions to lesson. — What are the students' reactions to the 
lesson as evidenced by unsolicited comments? 

(4) Attitude toward instructor. — Is the attitude toward the instruc- 
tor satisfactory ? Do the students feel free to seek advice from the in- 
structor? Have opportunities been provided the student to present 
his problems to the instructor? 

d. Lesson (see chs. 2, 3, 4, 5, and 6). — (1) Preparation. — Is the in- 
structor well prepared for the lesson? Is he competent in his subject? 
Does he have his teaching aids ready for use? 

(2) Presentation: — (a) Introduction. — Does the introduction 
arouse the interest of the pupils and motivate the lesson? Is it a good 
length in comparison with the rest of the lesson ? 

(6) Explanation and demonstration. — Are the explanations and 
demonstrations clear and to the point? Does the instructor relate the 
new material to what the student already knows? Have the best in- 
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structional methods been used? Are they used in accordance with the 
principles stated in FM 21-5 and this manual ? 

(3) Application. — Is the time devoted to individual and team ap- 
plication sufficient? How effective is the application? Are terrain 
and field exercises utilized to the fullest extent? 

(4) Examination. — Are the students examined on the material just 
covered ? Is the examination a valid one for the purpose ? 

•(5) Discussion and critique. — Is it well conducted? Are all the 
important points summarized? 

(6) Procedures. — Are the procedures which the instructor has em- 
ployed appropriate in terms of the lesson? How effective were these 
which he used? 

(7) Teaching aids. — Is the most effective use made of teaching aids ?" 

(8) Student participation. — Are the students given an opportunity 
to participate in the lesson? What is the extent of participation? 

e. Summary. — (1) Effectiveness of lesson. — Has the instructor at- 
tained the lesson objective ? What is the apparent grasp of the subject 
by the students ? 

(2) Major strengths. — What are major strengths of the instructor? 
What were the outstanding features of the lesson? 

(3) Major weaknesses. — What are the major weaknesses of the 
instructor ? What are the faults which he should correct ? 

135. •Technique of observation. — a. Planned observations. — A 
supervisor should have a plan of observation when he visits a .class. 
He must know what factors to look for and to appraise, which are 
important, and which are irrelevant. Just going into a class and 
"looking" will not give the observer a comprehensive grasp of what 
is going on. In supervising instruction, a plan is as important as in 
teaching. The technique depends upon the training situation and the 
supervisor's preference. The most acceptable procedure is to use a 
short rating form as shown in figure 62 with a set of comprehensive 
notes on the other side. This combined technique enables the super- 
visor to see both the general plan and the details and insures that all 
important factors are checked. 

b. Rating form. — (1) Description. — A rating form, developed for 
use in the observation of instruction, is shown in figure 62. It con- 
sists of a list of points to be observed in the class and space for ratings 
and comments. The factors are grouped into five major headings: 
the classroom, the instructor, the students, the lessen, and summary, 
with appropriate subdivisions under each one. The ratings to be 
given are superior, excellent, good, fair, and unsatisfactory, each cor- 
responding to a number from 4 down to zero. For some situations 
the items to be checked may be varied to emphasize other points. The 
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BASIS OF RATING: 

4 — Superior 
3 — Excellent 
2— Good 
1— Fair 

0 — Unsatisfactory 
RATING 
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Name of instructor 



Name of observer 



Lesson title- 



Date- 



Time. 



REMARKS 



a 

o 




LOCATION : in terms of available facilities 




g 




APPEARANCE: cleanliness, orderliness 








LIGHTING, VENTILATION, SEATING 








APPEARANCE: military bearing, neat- 
ness 




8 




PHYSICAL VITALITY: energy, enthu- 
siasm 




o 
a 




ATTITUDE: toward students 




a 
»— < 




VOICE AND SPEECH: clarity, forceful- 
ness 








BODILY CONTROL: movements, ges- 
tures, mannerisms 








APPEARANCE: neatness, bearing 








ATTITUDE: attention, interest 


• 






PREPARATION: adequacy 








PRESENTATION — INTRODUCTION: 
clarity, completeness 








PRESENTATION — EXPLANATION: 
effectiveness 




ssson 




PRESENTATION— DEMONSTRA- 
TION: effectiveness 








APPLICATION: proper use 




H 




EXAMINATION: validity, comprehen- 
siveness 








DISCUSSION AND CRITIQUE: com- 
pleteness of summary 








TRAINING AIDS: preparation, use 








STUDENT PARTICIPATION 




S 




EFFECTIVENESS OF LESSON 




a 




MAJOR STRENGTHS 








MAJOR WEAKNESSES 





Figure 82.— Rating form for observation of instruction. 
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rating form, however, should be suitable for both indoor and out-of- 
door instruction. 

(2) Using the rating form. — A supervisor, on visiting a class, will . 
first get the "feel" of the entire situation, then begin analyzing the 
details, and finally, will summarize his judgments of the instruction. 
The rating form is designed for use in the second and third steps. 
The major details of the class are listed, and all which apply to the 
class situation are to be rated by the observer. He will also add com- 
ments to support and clarify the rating which he has assigned to each 
item. In case additional comments are necessary, further remarks 
may be made on the other side of the rating form. A rating should be 
assigned to the lesson as a whole, and comments made on the major 
weaknesses and strengths which were observed. 

(3) Cautions on use of rating form. — All points of the rating scale 
should be used and the numerical ratings clarified by comments. 
(See par. 98.) 

(a) There is a tendency for some supervisors to give few superior 
or excellent ratings ; such ratings should be used whenever deserved. 

(6) Numerical ratings do not indicate why a particular rating was 
given. In order to assist the instructor in imprpving his work, the 
supervisor must indicate why he rates certain factors as fair, or excel- 
lent, or unsatisfactory. 

(4) Advantages of a rating form. — (a) The chief advantage of a 
rating form is that all factors are considered. The supervisor is 
reminded of each factor that enters into a total classroom situation 
and has his attention directed toward each in turn. The use of this 
form will prevent slipshod supervision. 

(6) The ratings of different instructors are comparable. By re- 
ferring all ratings to the rating scale, the observer will give a fairer 
judgment than would otherwise be the case. Every rating is made 
in relation to the same aspects of the class situation, so that the 
supervisor's rating on one point tends to be independent of the 
rating on the other points. 

c. Supervisor's reports. — The supervisor should realize that the re- 
sults of his observation are a check on his own performance as well 
as on that of his instructor. He should develop and maintain a com- 
prehensive view of the entire training situation in order to direct his 
instructional program. His rating form and supervision notes should 
show that he is aware of all important problems, obstacles, and pro- 
cedures. If the reports of the observations of the various officers in 
charge are sent regularly to the commanding officer, the quality and 
effectiveness of such supervision will increase. 
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136. Procedures in observing classes. — Certain courtesies must 
be observed by the supervisor in visiting a class. The fact that he is 
# there to observe the class and not to draw attention to himself should 
dictate his actions. 

a. He will keep his scheduled visits unannounced. — The supervisor 
should inspect a class when he is least expected if he is to observe the 
instruction as it is routinely done. There should be no regular 
schedule, and no instructor should be informed that he will be visited 
at any particular class. 

b. He will enter the class inconspicuously. — If the class is meeting 
indoors, he will enter quietly at the rear of the room whenever pos- 
sible, and will demand no recognition from the students or the in- 
structor. The instructor is not to call the class to attention nor break 
his presentation. In the the field, the observer will approach the 
class from a direction that will be least likely to distract student atten- 
tion. The supervisor should do everything he can to keep the instruc- 
tional situation exactly as it was when he arrived. That is what he 
wants to observe, not the effect of his presence on the instructor and 
the men. 

c. He will get the*" feel" of the whole situation before analyzing the 
details. — In the words of the proverb, the supervisor should "See the 
forest before looking at the trees." 

(1) What general effect does the class give ? 

(2) Does the class seem to be "moving" in an orderly fashion or 
is there lack of coordination? 

(3) Are the points presented logically and clearly? 

d. He will study the specific aspects of the class. — After getting the 
feel of the classroom situation, the supervisor should analyze it for 
the details. In observing a class, the officer in charge should avoid 
attaching too much importance to any one detail. There is a tend- 
ency for some officers to insist on elaborate, detailed procedures which 
have little or no relation to effective teaching. No officer in charge 
should expect every instructor to teach exactly the way he does. In 
supervising, the officer should notice all points listed in figure 62. 

e. He will appraise the total situation. — At the end of the observa- 
tion, the supervisor should evaluate the instruction carefully, noting 
the major merits and weaknesses and appraising each in terms of the 
entire class procedure. Student reaction is an important cue to the 
effectiveness of the lesson. 

(1) The supervisor can stand near the students during the break 
period and appear to be busy at some activity not related to the stu- 
dents. By listening carefully to their comments and criticisms he can 
secure leads as to the effectiveness of the instruction. 
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(2) By watching the attitudes of the students during the break 
period, by determining whether they appear to be alert and interested 
in their training or whether they are simply going through a routine, 
the supervisor can secure evidence of the degree to which the instruc- 
tor has sold his subjects to his students. 

(3) In terms of student reactions, the classroom appearance, the 
instructor's performance, and the results of the application and exami- 
nation stages, the supervisor can determine — 

(a) Whether or not the objective of the lesson has been achieved. 

(b) The strong points of the lesson. 

(c) The weak points of the presentation. 

(d) The reasons for the ineffectiveness of any stage of instruction. 

/. In general he will refrain from taking part in the class activi- 
ties. — Whatever remarks the supervisor wishes to make, he will save 
till the end of the class period, make at some point in the discussion 
which will not embarrass the instructor, or take up in a private con- 
ference with the instructor after class. (See par. 30, FM 21-5.) 

(1) If his instructors are well trained and qualified to teach the 
subject, any mistake in procedure or in an explanation will be minor. 
Any necessary corrections of such points can be made after the lesson. 
The instructor can then make the required explanation at the next 
class without lowering his prestige with his students. 

(2) If his instructors are new or not so capable as they should be, 
the supervisor may find it necessary to add a comment or to modify 
an explanation to prevent the students from learning a wrong pro- 
cedure or an incorrect idea. In making such corrections, the super- 
visor should start with a parallel situation, saying, "There are a few 
additional points that I vould like to bring out," and then proceed 
to clarify the explanation. He should be certain that the explana- 
tion gives the students the desired point of view and does not confuse 
them. 

(3) A supervisor should never reprimand an instructor before! his 
men. Under no circumstances should he take over the class in the 
middle of a discussion, tell the instructor he was wrong, present a few 
points, and then turn the class back to the instructor. Any of these 
procedures has a disastrous effect on the morale and assurance of 
an instructor and causes the students to lose confidence in him. If 
the work of the instructor is so unsatisfactory that he cannot be al- 
lowed to teach the class, he should be given another assignment. A 
supervisor who finds the work of his instructors unsatisfactory is 
acknowledging his failure to select and train his instructors properly. 

g. He will keep a record of his observations. — Because of the short- 
ness of the observation period and the number of classes that must be 
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checked on, the supervisor would note, in his brief daily visits, only 
the more obvious matters which demand special attention. In the 
case of the supervision of an entire class period, the officer in charge 
should keep a more complete record of his observation. 

(1) An officer in charge will not be able to remember all the im- 
portant points of the class he has observed for use in later discussions 
with the instructor unless he keeps a record of his observations. 

(2) Keeping records gives the supervisor a more comprehensive 
analysis and understanding of the class than he would otherwise have. 

(3) It enables him to keep a record of the progress of an instructor. 
By checking the records made over a period of time, he can secure a 
comprehensive evaluation of each instructor : his use of teaching aids, 
his persistent errors, those which he has corrected, the general prog- 
ress, or lack of it, that he has made. 

Section -V 
IMPROVING INSTRUCTION 



Paragraph 

General 137 

Conducting group conferences 138 

Working with individual instructors 139 

Refresher courses 140 

Observing classes 141 



137. General. — The officer in charge can improve instruction by 
utilizing properly the personnel and facilities and by trying out new 
ideas and techniques. The supervisor must work through the in- 
structors in improving teaching. He can do this by individual and 
group conferences, by providing refresher courses, and by instituting 
observation of classes by the instructors themselves. 

138. Conducting group conferences. — Group conferences should 
cover constructive criticisms of the instructional program, plans for 
new procedures and techniques, and suggestions of the instructors re- 
garding their assignments. Regular meetings of the instructional 
staff provide a means of coordinating the instruction in all phases of 
training. Whenever a number of instructors are troubled by the 
same problems, such meetings provide an opportunity to consider pos- 
sible solutions. A group conference can also be used to introduce new 
procedures or to clarify interpretations of changes of policy. These 
meetings can be informal, and the instructors should participate 
actively. 

139. Working with individual instructors.— All instructors 
benefit from individual conferences and help. Some instructors — 
those who are teaching for the first time, those who are in a new situa- 
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tion, and those whose work is not entirely satisfactory — will need more 
guidance than others. 

a. All instructors. — An individual conference with an instructor 
should be held as soon as possible after the supervisor has made an 
extended observation of his teaching. The shorter the time lapse the 
more accurate and effective will be the supervisor's comments. The 
discussion should inform the instructor of the strong a$d weak points 
of his lesson and should make clear how he is to improve his work. 
Both instructor and supervisor should take an active part. 

(1) The instructor should analyze his instruction and make sug- 
gestions for improvement. Self-criticism by the instructor has the 
two- fold advantage of emphasizing self -analysis and of developing a 
readiness to accept criticism. An instructor who is aware of his own 
weaknesses is in a position to improve his work. 

(2) The supervisor in criticizing the lesson and suggesting improve- 
ments should — 

(a) Be specific. 

(6) Be certain that his criticisms are understood. 

(c) Allow the instructor to present his point of view. 

(d) Suggest means of overcoming the weaknesses. 

(e) Make all criticisms impersonal and straightforward. 

b. New or inexperienced instructors. — (1) Hold a conference with 
these men before they start teaching to assign them their teaching 
duties and responsibilities, to inform them of the special conditions 
and requirements in the new instructional situation, and to estimate 
their abilities and aptitudes. 

(2) Check their lesson plans before classes. This insures adequate 
preparation by the new instructors and gives the officer in charge an 
opportunity to adjust their preparation to the training situation. 
Such checks should be made until the instructors demonstrate their 
ability to plan lessons properly. • 

(3) Have the new instructor rehearse his lesson. This "dry run" 
will enable the supervisor to detect any mistakes in the content of 
the lesson, offer suggestions as to ways of simplifying the presentation 
and emphasizing the important points, and indicate the procedures 
to be used in each stage of instruction. 

(4) Observe classes frequently. 

(5) Hold conference following observation. In this conference 
the supervisor will point out needed changes in procedure and in- 
crease the instructor's self-confidence by indicating the desirable as- 
pects of the lesson. 

c. Inefficient instructors. — The officer in charge of training who has 
an inefficient instructor on his staff should use the same general pro- 
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cedure that he uses in breaking in a new instructor. Every instructor 
should be given an opportunity to improve through careful and 
thorough supervision. Patience and understanding are necessary, 
but the results of poor instruction are too drastic to permit retention 
of an instructor who consistently fails in his teaching. ' If the in- 
structor fails to improve after several conferences, he should be 
assigned to duties more suited to his abilities. 

140. Refresher courses. — a. Short refresher courses covering 
both subject matter and teaching methods are of value in a teacher 
training program. An instructor, as a result of specialization or a 
change of assignment, may not be entirely familiar with all aspects 
of the subject he is teaching. It is the responsibility of the officer in 
charge to be alert to the necessity for setting up needed refresher 
courses. 

5. A review of the subject matter to be taught insures greater 
mastery on the part of the instructor. New developments in a field 
or changes in approved procedures can be presented to the instructors 
in this way. Such courses insure greater uniformity and prevent in- 
accurate instruction. 

c. Instructional procedure training is of particular value for new or 
poorly qualified instructors. There are few instructors, however, 
who will not profit from an occasional review of teaching methods 
and a discussion of the solution of common problems of instruction. 

141. Observing classes. — a. Another effective method of improv- 
ing instruction is requiring each instructor to visit and observe crit- 
ically the works of other staff instructors. The benefits from this 
include improvement in the work of the instructor who is being 
observed as well as of the instructors who are doing the observing. 
An instructor who visits and observes the classes conducted by other 
instructors becomes aware of procedures other than the ones he has 
been using. It is especially important that those instructors whose 
work is not entirely satisfactory be required to make such observations 
and to report to the officer in charge the results of such visits. 

b. The outstanding instructors of the organization should be in- 
formed that their classes are being used as models. Such recognition 
is one of the rewards for exceptional instruction, and their techniques 
and procedures are thus made available to the less capable instructors. 
The outstanding instructors are also the ones who should try out new 
procedures and techniques that are being considered for use in the 
training program, for their suggestions will be of value in appraising 
the effects of possible changes of instructional procedures. 
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Section VI 
PROBLEMS OF SUPERVISION 

Paragraph 

Overcoming obstacles J 142 

Evaluating instructor performance 143 

142. Overcoming obstacles.— a. Paragraph 24, FM 21-5, states 
that one of the most important duties of each commander is to remove 
obstacles to training. 

b. Administrative obstacles can best be overcome by careful sched- 
uling of the hours of instruction and by provision for special instruc- 
tional devices. (See par. 24a, FM 21-5.) 

(1) The requirements for guard, fatigue, and company details 
might be met by assigning an entire section or class to such duties. 
The rotation of such details by groups can be readily scheduled and 
administered. This plan eliminates problems arising from students' 
missing different classes. 

(2) A mimeographed outline of the basic materials of a subject, 
with the references for each job assignment and lesson, will enable 
students who are absent part time to cover the important points outside 
the class situation. These instructional materials will also increase 
student interest and instructional efficiency. 

(3) Study halls in charge of qualified instructors should be provided 
for slow students and for students absent from class. Each unit or 
school should provide a library of all War Department publications 
relating to the separate subjects in the various courses for use .in such 
study halls as well as for the commissioned and noncommissioned 
officers. 

(4) The officer in charge of training must make certain that each 
instructor has sufficient time to prepare his lessons adequately. 

c. Physical obstacles are those of weather, terrain, and facilities. 
(See par.24&, FM 21-5.) 

(1) The training program should include provisions for continuing 
training in case of inclement weather. The use of applicatory exer- 
cises in bad weather is not desirable at some stages of training. Train- 
ing films pertinent to the subject may be used when the space avail- 
able does not permit the carrying out of the scheduled program. 
Every training program should be planned to provide emergency 
training of this type. There is no excuse for an instructor's saying, 
"What shall I do today ? It is raining too hard to take the men out 
to the area. I guess I'll have to read the Articles of War again." It 
is the responsibility of the supervisor to see that plans for such obvious 
factors affecting training have been made. 

(2) The procurement and utilization of all training expedients are 
the responsibility of the officer in charge. He should be alert to the 
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possibilities of visual aids and familiar with the available films and 
film strips. He should assist his instructors in setting up charts, 
models, equipment, etc., and be on the alert for new aids or ways of 
improving the use of these expedients. The supervisor has an oppor- 
tunity to judge the effectiveness of instructional techniques more ac- 
curately than the instructor since, as one of the audience, the super- 
visor is watching the instructor as well as the students. 

(3) The effective use of terrain requires the coordination of all 
activities within the area. It is the duty of the supervisor to check 
each instructional situation for the possibility of improvements as to 
location, realism, and effectiveness of demonstration and application. 

d. Human obstacles include the officers in charge, the instructors, 
and the students. 

(1) Each supervisor must be alert to the possibility that his own 
interests and experiences, or those of his instructors, do not influence 
adversely the conduct of training. Racial prejudice, religious or polit- 
ical convictions, opinions about any arm, service, or component of the 
Army, Navy, or Marine Corps, or biases relating to the emphasis to be 
given to phases of training must be eliminated. A well-balanced pro- 
gram aimed at developing teams and individuals capable of handling 
all problems arising in the field must be secured. 

(2) Personnel available as instructors is frequently limited. But 
such limitations are not excuses for a failure to utilize the men avail- 
able. Careful selection and training will, in most cases, provide each 
commander with an adequate staff. (See sees. II and III for proced- 
ures to be used in selecting and training instructors.) 

(3) Student difficulties are largely those arising from lack of in- 
terest, from emotional maladjustment, or from individual differences 
in ability. The supervisor who is aware of the importance of planning 
instruction to overcome these obstacles will be able to remedy an in- 
structional or administrative situation which is harmful to effective 
learning. (See sees. I and VII, ch. 3.) 

143. Evaluating instructor performance. — Observation of in- 
structors in a class situation or training area is the most readily avail- 
able means of evaluating their performance. Evaluation of the effec- 
tiveness of an instructor's presentation requires more than the observa- 
tion of class instruction, however. Each officer in charge of a phase 
of training should maintain records of the progress of students, the 
number and type of complaints he receives, the extent to which each 
instructor utilizes training aids, and the suggestions made by in- 
structors for improving instruction. These records will enable the 
supervisor to direct his efforts most efficiently, for he will then know 
the strengths and weaknesses of his training situation. 
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Chapter 8 
TRAINING AIDS 

Paragraphs 

Section I. General 144-146 

II, Actual objects 147 

III. Models 148-150 

IV. Maps 151-155 

V, Charts 156-158 

VI. Posters, cartoons, and illustrations 159-163 

VII. Photographic training aids 164 

VIII. Printed training aids 165-166 

Section I 
GENERAL 

Paragraph 

Definition - 144 

Use of training aids 145 

Procurement of available training aids 146 

144. Definition. — Training aids include actual objects, models, 
sand tables, training films, film strips, lantern slides, sound equipment, 
photographs, maps, charts, posters, cartoons, and illustrations used 
in instruction. (See pars. 77-84 and 87, FM 21-5, FM 21-6, FM 21-7, 
and FS 7-75.) 

145. Use of training aids. — No lesson is complete without train- 
ing aids ; they add interest and vitalize learning in any class situation. 
As discussed in paragraph 24, the objective or purpose of the lesson 
is the major consideration in their selection. Each type has advan- 
tages and limitations and can serve some purposes better than others. 
But many of them should be used in combinations. For example, in 
giving instruction in tactical problems, a demonstration with troops is 
probably the best aid to teaching because of the similarity to combat 
conditions. Troop demonstrations, however, are not easy to stage, 
are time-consuming, and seldom give every student an understanding 
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Figure 63. — Training aids. 
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of the entire operation. Training films, therefore, may be used to 
supplement or take the place of troop demonstrations. Significant, 
large-scale maneuvers can be photographed from a vantage point by 
means of a telephoto lens, and through the motion picture can often 
be seen more satisfactorily by all the students than if they were on the 
demonstration ground. Long-range, panoramic shots can be sup- 
plemented by cloge-ups so that students see small details in relation 
to the whole tactical plan. For lengthy considerations of complex 
phases of maneuvers, film' strips can be projected, explained, and dis- 
cussed. Models, maps, posters, cartoons, and other training aids can 
serve other specific teaching purposes. 

146. Procurement of available training aids. — a. Responsi- 
bility. — The commander is charged with responsibility for planning 
and executing the training program to achieve the objective of com- 
bat success efficiently. The procurement and development of training 
aids for the instructional staff are part of this assignment. 

&. Procedures. — Because of the complexity of procuring and de- 
veloping training aids and the specialization which this work 
demands, the training program will be expedited if this phase is 
centralized under the direction of a qualified officer and staff. 

(1) An organization charged with training functions should have 
an officer experienced in the teaching procedures used in the Army and 
civilian institutions designated as the training aids officer. His 
duties follow: 

(a) To make available to the instructional staff complete lists of 
all training aids accessible in the organization or procurable from 
other sources. 

(6) To assist the officers in charge of each training unit in the 
scheduling of such aids. 

(c) To supervise the production of any training aids that must be 
developed. 

(d) To indicate training aids that will be of value in the instruc- 
tional program, the ways in which they can be used, and the procedures 
necessary to train the instructors in the proper use of these aids. 

(2) The officer should be assisted where feasible by a staff which 
includes specialists in the use and development of training films, film 
strips, lantern slides, and in the production of maps, charts, models, 
and other training devices. 

(a) In service or troop schools, men having previous training and 
experience as architects, artists, or draftsmen can be assigned to such 
activities when it does not interfere with their basic training, and 
made a part of the headquarters detachment. 
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(6) In newly activated units in which a single continuous training 
program is being conducted, personnel having qualifications similar 
to those indicated for the staff listed above can be assigned to special 
details for the development of training aids. 

(3) The officer in charge will coordinate the activities relating to 
the development and procurement of training aids, assisted by — 

(a) The signal property officer who is charged with the prepara- 
tion, distribution, and storage of photographic training aids. 

(b) Personnel assigned by the various units for the construction 
of special training expedients as models, sand tables, and the like. 

c. Instructor's responsibility. — It is the responsibility of each in- 
structor, well in advance of teaching any lesson, to — 

(1) Study the lesson plan and decide which training aids he 'will 
need. 

(2) Submit the list to the officer in charge, who will work through 
the training aids officer. 

(3) Make certain that the aids needed will be available and ready 
for class use. 

(4) Render any additional assistance in line with his duties. 

Section II 
ACTUAL OBJECTS 

Paragraph 

Uses and types 147 

147. Uses and types. — a. Actual objects are so widely used in 
Army training programs that little comment is necessary. Their use 
has been discussed in paragraph 24, and it is necessary only to repeat 
that actual objects — tanks, motor vehicles, rifles, mortars, gas masks, 
switchboards — bring vivid reality to the training program and in- 
tensify learning to a marked degree. All other training aids are 
either substitutes for or supplementary to the use of actual objects. 

b. Other training aids, however, used in combination with actual 
objects, will frequently speed the students' understanding of how the 
object functions. For example, the sectional model of a clutch mech- 
anism shown in figure 21, mounted on a vertical board and with 
the different parts clearly differentiated by color, can be used to ex- 
plain the operating principles of this mechanism to a larger group of 
students more rapidly than would be possible if only the actual object 
were shown. Similarly, the models shown in figures 59 and 65 enable 
the students to learn tactical principles more economically than they 
could if all their time were spent on the actual terrain. The im- 
portant point to remember is : no single type of training aid is suffi- 
cient for the great majority of lessons. 
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Section III 
MODELS 

Paragraph 

Uses and types 148 

Characteristics of effective models 149 

Making models 150 

148. Uses and types. — Models are used for a variety of purposes, 
among which the following are most important : 

a. To substitute for actual objects which are difficult to procure or 
to use in the teaching situation. 

b. To explain the operating principles of a complex mechanism. A 
large-scale model or one with cutaway parts shows the parts and 



Figure 64, — Dive bombing with model airplanes. 

movements ordinarily hidden from view in the actual object. Figure 
32, an enlarged working model of a teletype machine unit, reveals de- 
tails with a clarity impossible to achieve by using only the actual 
object. 

c. To give an over-view of an operation, structure, or process. For 
this purpose, reduced scale models are generally used. A sand table 
or model (see fig. 59) enables students to see the whole plan of tactical 
operations and gives them an appreciation of each combat unit's part 
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in the exercise. Likewise, figure 69 shows how students can learn some 
phases of the construction of barracks and the installation of the heat- 
ing and plumbing systems more readily than they could from studying 
full-size, completed buildings. 

d. To determine aptitude for learning or to give preliminary prac- 
tice in a skill. The model pictured in figure 51. is an improved form 
of the electric-eye gun often seen in shooting galleries. Simulating 
actual firing conditions, this device can be used to estimate students' 
aptitudes in gunnery and also affords an opportunity for soldiers to 
develop skill in marksmanship more economically than on the firing 
range. A further advantage is that a shooting gallery of this type 
can be used in any sort of weather. But it should be realized that 
such training expedients do not provide the necessary experience in 
changing sights, extension of distance, and adjustment to the recoil of 
the gun which can be secured only on a range. 

149. Characteristics of effective models. — A model should be — 

a. A convincing representation of the actual object. — A high degree 
of realism is essential in models, for inaccuracies will distract atten- 
tion from what is to be learned. Considerable skill is necessary to 
produce a model satisfactorily realistic in operation, form, and color. 

b. Of suitable size for teaching purposes. — All students should be 
able to see easily any training aid used in teaching. Thus, if a large 
class is to receive instruction in tactical operations, the model must 
be sufficiently large, as is the one shown in figure 59, so that all 
students will be able to follow the demonstration. On the other hand, 
small groups of students can readily see scale models such as are 
illustrated in figure 70. 

c. Durable in construction. — If models are to be used many times 
by different instructors, they must be solidly constructed of durable 
materials. This is especially important if they are to be moved 
from one class to another. 

d. Convenient to handle. — A few models can be permanently in- 
stalled in classrooms, but this is the exception rather than the rule. 
Such models must be covered or otherwise hidden when not in use 
in order that they may not detract from attention of other classes. 
Consequently, when models are designed and built, considerable 
thought should be given to making them convenient to move. 

150. Making models. — Skill, ingenuity, and imagination are 
requisites, not only in the actual construction of models, but in dis- 
covering those phases of teaching in which models could be used. 
Many models can be built from scrap materials ordinarily thrown 
away, while others may require special kinds of lumber, metal, etc. 
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a. Sand tables. — Complete descriptions of how to build and use 
sand tables are presented in TF 7-265 and 7-266. (See also fig. 65.) 

(1) Equipment, — The following materials and equipment are 
needed to build a sand table : 2-inch lumber for the box or tray ; sand 
that can be molded when wet; shovel, rake, sprinkling can, large 




ON THE SAND T ABLE. 

Figure 65. — Sand tables. 



bucket of water, bucket for mixing sand and water; ruler, string, 
thumbtacks, blue and green chalk, wire sieve; assorted sizes of 
wooden blocks to represent buildings; and pieces of toy equipment, 
such as soldiers, trucks, tanks, tents, and guns. 

(2) Constructing the tray. — The tray should be built of 2-inch 
lumber, and may vary in size according to special needs. A useful 
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size for small problems is 4 feet long, 3 feet wide, and 10 inches deep ; 
for large problems the table should be 5 by 10 feet or larger. The 
inside of the completed box should be tarred to prevent warping 
before the damp sand is put in. 

(3) Constructing the terrain. — Suitable terrain is selected on a map 
which is divided into squares and numbered. (See par. 153/(1)). 
Similar squares are marked on the sand table by cords fastened at the 
proper intervals along the sides of the box. The important features, 
such as hills, valleys, streams, and roads are then molded in the sand. 
Woods can be represented by dropping handfuls of wet sand in the 
proper places and coloring these with powdered chalk or by using 





Figure 66, — Arranging a topographic model. 

painted pieces of sponge or paper. The buildings and military fea- 
tures can then be put in position. 

b. Topographic models (see figs. 59, 65, 66, 67).— The first step is 
to secure an accurate, detailed map of the area to be represented in 
the model. 

(1) Base.— Topographic models should be constructed on a solid 
wooden frame or box of the desired size and sufficiently strong to 
support the model. 

(2) Topographic features.— The hills, valleys, and other ground 
f ormations can be built up in several ways. Many of the suggestions 
for constructing a sand table apply equally well to making a model. 
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(a) Plasticene, water clay, or sand can be modeled to conform with 
the contours of the topography as shown on the map. 

(6) Heavy cardboard, wallboard, or plywood sections can be cut 
to conform with the contours on the map. The material selected 
should be of such thickness that it will be equal to a definite unit of 
elevation at the scale on which the model is built; for example, ply- 
wood 14-inch thick would represent an elevation difference of 10 feet 
if the vertical- scale of the model where 1 inch equals 40 feet. Pieces 




Figure 67. — Building tank models. 

of plywood (or cardboard) corresponding exactly to the shape of each 
contour should then be cut, and when assembled in the same pattern 
they form on the map, will give a true representation of the actual 
ground shapes. Clay or wet sand can be spread over this foundation 
to give the smooth effect of the ground forms. 

(3) Buildings, bridges, etc. — These can be constructed from thin 
wood, wallboard, cardboard, or clay to represent the size and shape 
of the originals. 

(4) Woods. — Masses of trees can be fashioned from sponges, mod- 
eled clay, or any scrap materials. Pieces of cardboard or wood roughly 
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shaped with a knife are very satisfactory. If the model is large- 
scale, the trunks and branches of the trees can be made by twisting 
together several strands of picture wire for the trunks, splitting and 
twisting the ends for the branches; or branches of shrubs that re- 
semble tree trunks and limbs can be used. Steel wool or sponges can 
be cut in foliage shapes and fastened onto the branches. A more 
realistic effect is obtainable by spraying the foliage masses with shel- 




Figubb 68. — Oversize instrument panel can be used to teach large groups. 

lac, sprinkling them with sawdust, and spraying them with green 
paint. 

(5) Fields. — Open fields can be readily simulated by roughening 
the surface of the clay, or by sprinkling it with sawdust, and then 
spraying it with suitable colors or coating it with chalk. 

(6) Water. — Lakes and streams can be represented by covering the 
water areas with glass, or cellophane, or by painting the areas blue. 

(7) Tanks, motor vehicles, etc.— It is frequently possible to pur- 
chase toy trucks and automobiles, such as those in figure 70, that are 
suitable for use in models. If such are not available, they can be 
constructed from wood, metal, rubber, and other material as shown in 
figure 67. 
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principles of mechanisms. Because each type of working model in- 
volves special problems, no general suggestions can be made other 
than to repeat that skillful execution and accuracy are requisites. 

d. Small-scale models. — To expedite instruction, it is frequently de- 
sirable to have reduced-scale models of such objects as buildings. Fig- 
ure 69 shows a model of barracks, accurate in every detail, which 




Figure 70. — Model trucks and warehouse for training supply personnel. 

can be used both for instruction and for reference by soldiers going 
out on repair details. Figure 70 shows a model warehouse with trucks 
and supplies. 

Section IV 
MAPS 

Paragraph 



Uses and types _ 151 

Characteristics of effective maps 152 

Preparing large maps 153 

Equipment and materials for preparing maps 154 

Reproducing small-size maps 155 



151. Uses and types. — a. In military training, maps are essential 
to illustrate tactical and logistical principles, formations, and maneu- 
vers (figs. 30, 54, 60, 71). The function of maps is to show areas 
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and distances graphically and at reduced scale so that they can be 
readily understood. Thus, a map (or an aerial photograph) can 
represent the location and size of the important features of topography 
in a combat area and is essential in planning offensive and defensive 
tactics. (See pars. 110 and 112, FM 21-5.) Maps of small areas, 




IIS 1 

ENLARGED aoo o 
COORDINATE SQUARE AND 
VALUABLE IN TEACHING 

Fig use 71. — Maps. 

drawn at large scale, can show much detail : small ravines and hills, 
clumps of trees, buildings, and military installations. Distances, 
directions, and elevations can be quickly computed from an accurate 
map. With the rapid development of air transportation and war- 
fare, maps of the entire world have become increasingly important. 
Maps of large areas — states, countries, or continents — are of neces- 
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sity drawn at smaller scale, and can show only the important features, 
such as the location of cities, rivers, etc. Reading of maps is discussed 
in FM 21-25 and 21-26 and is presented visually in TF 5-12 and 
FS 5-1. The instructor using maps in his teaching should be familiar 
with these materials. 

b. Displaying maps. — Maps (or charts) are usually hung on a bul- 
letin board or on the front wall of the classroom. They should be 
securely fastened, placed squarely with the lines of the room, and 
well lighted. Other suggestions follow : 

(1) Swinging or sliding panels. — Panels that swing on hinges, or 
slide in, facilitate the use of maps in the classroom. The panels may 
be made of wallboard or plywood. 

(2) Storage and presentation case. — In using maps (or charts) in 
a class, it is convenient to have a box in which the maps can be kept, 
and which also has a frame to support them when they are presented. 
Although useful in a classroom, this device is of special value for 
classes held outdoors. The box should be a few inches wider and 
higher than the charts and deep enough to hold the required number. 
A suggested size is approximately 40 inches high, 30 inches wide, 
and 12 inches deep. Each map can be fastened to a wooden rod. 
The rods rest on two supports at each end of the box when they are 
put away. A wooden frame can be built* to hold the charts while 
they are being used. This consists of a wooden frame, as wide and 
twice as high as the box, with two projecting arms on which the 
wooden rods rest. 

e. Types of maps.—(l) Wall maps.— For instructional purposes, 
large maps can be drawn on paper or cardboard and displayed on the 
walls of the classroom. 

(2) Small maps.— Individuals and small groups of students can 
make good use of maps which fit into notebooks or map cases, or which 
accompany manuals. 

(3) Maps projected from film strips.— -Many of the film strips pre- 
pared and distributed by the Signal Corps contain maps. For special 
needs it is possible to photograph, on film, maps drawn or printed in 
manuals. 

(4) Relief maps.— Permanent three-dimensional maps can be con- 
structed of wallboard, plasticene, and the like; or temporary ones can 
be modeled on sand tables. 

(5) Globes.— Globes are the only accurate means of presenting the 
relative sizes and locations of large areas of the earth's surface. Al- 
though two-dimensional maps give an approximation of the land and 
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sea areas, the distortion — particularly near the poles — is likely to lead 
to misconceptions of sizes and positions. 

152. Characteristics of effective maps. — A map is judged at 
first sight by its general effect. It should be simple, with no unneces- 
sary detail distracting attention from the essential features. It should 
be visible and legible even to those students farthest from it. It should 
be accurate, not in every minor detail such as the exact size of clumps 
of trees, but in the location and representation at a consistent scale 
of all important features (see par. 2, FM 21-35 and TM 5-230) . Spe- 
cifically, the following points should be observed in selecting or 
making a map for instructional purposes : 

a. The size must be suitable for the class. Maps that are too small 
to be easily seen by the entire class should never be used for group 
instruction. Small maps can, however, be reproduced on lantern 
slides or projected with a delineascope. 

6. The detail should be carefully selected. Only that which is 
essential to the purpose of the map should be included. It is well 
to remember that one map cannot serve a large number of needs, 
and that it is better to use different maps to illustrate different points 
than to crowd too much on one. 

c. The symbols and lettering should be legible. The symbols 
representing trees, roads, houses, military posts or stations, radio sta- 
tions, etc., should conform to those in FM 21-30. Because the appear- 
ance and usefulness of a map depend to a large extent on the lettering, 
care should be taken to see that it is legible and neat. (See pars. 19 
and 20, TM 5-230.) 

d. Color has been used to differentiate and emphasize divisions 
of area and topography since maps have first been made. In mili- 
tary maps, color also finds a place in making readily evident different 
types of military installations. If color is used, it should be strong 
enough to carry, but it should not be so bright or attractive that it 
takes attention away from essential features. Color can be applied 
in one of three ways : as areas, as outlines, or as both. Other methods 
to increase legibility by color differentiation are shading, grading of 
tones, color strips, and daubs. Although the primary purpose of 
color is to increase the legibility of the map, it should not be forgotten 
that color adds as much interest to a map as it does to an advertisement. 

e. Maps should be drawn as accurately and neatly as the purpose 
demands. In some cases the highest degree of accuracy will be needed, 
while in others a rough sketch will suffice. In all cases, however, the 
map should be drawn with care and with attention to its appearance 
and design. 
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153. Preparing large maps. — Preparing maps does not neces- 
sarily require artistic ability, but careful attention to a few simple 
rules will be worth while. The successive steps of procedure are listed 
below; 

a. Make small pencil sketches of maps that will be useful in illus- 
trating the lesson. These may be made with soft pencil on small 
pieces of paper. 

b. Decide which type of map will best put across the ideas. Con- 
sider the possibilities of using charts, diagrams, or other visual aids. 

-c. Decide whether it is to be drawn in ink, crayon, or other me- 
dium. 

d. Become familiar with drawing materials cmd equipment. 

e. Decide on the size of map needed for the lesson. 

/. Enlarge the small sketch to the required size by one of the follow- 
ing methods : 

(1) By proportional squares. — (a) Divide the vertical dimension 
of the small sketch into eight equal spaces. This can be done by fold- 
ing the vertical edge into halves, then quarters, and then eighths. 

( b ) With one of these spaces as a unit of measure, space off the hori- 
zontal dimensions. 

(c) Eule vertical and horizontal lines from the points obtained 
from the procedures in (a) and (b) above, dividing the entire sketch 
into squares. 

(d) Number these squares consecutively from left to right in the 
upper row, continuing in the same manner for the other seven rows. 

(e) Fasten the required size paper on the drawing board or easel, 
leaving a margin of several inches on all sides. Wrapping paper can 
be readily procured and used, although drawing paper or cardboard 
will give much better results. 

(/) Divide the paper into the same number of squares as on the 
small sketch, leaving a 2-inch margin on all sides. A simple way of 
putting the squares on the large paper is with a piece of twine a foot 
or so longer than the drawing. Rub a light-colored chalk over the 
twine until the latter is thoroughly covered with chalk dust. This is 
accomplished easily if the twine is held taut. Stretch the twine be- 
tween the upper left mark and the upper right mark, and snap the 
cord against the paper as a carpenter does a chalk line. Thus the 
paper can be ruled accurately and easily. Continuing in this way, 
rule the entire paper into squares, numbering each to correspond with 
the squares on the small sketch. 

(g) Transfer the features from each square on the small map to 
the correspondingly numbered squares on the enlarged map as de- 
scribed in g below. 
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(2) By projection. — If an opaque projector or delineascope is avail- 
able, much time can be saved and greater accuracy secured. By this 
device, the small sketch is projected directly onto the large paper. 
The distance between the projector and the paper must be adjusted 
until the image is the size wanted (see fig. 72). It is then necessary 
only to sketch in pencil what is to appear on the map or chart. 




THE OPAQUE 
PROJECTOR 



IS USED TO PROJECT MAPS, 

PHOTOS, DIAGRAMS OR 
OTHER NON-TRANSPARENT 
PICTORIAL MATERIAL 




Figure 72. — Opaque projectors. 

g. Transfer of features. — Usually the best method is to transfer in 
pencil, using the proper scale, all features to the enlargement, then 
block out spaces for lettering before commencing to ink. For con- 
ventional signs for terrain features see paragraph 22, TM 5-230. It 
is a good idea to ink in the names first, but the instructor who is not 
familiar with the use of his pens will profit by getting practice on 



211 



y Google 



Original from 
UNIVERSITY OF CALIFORNIA 



158 



ARMT INBTRUCTDON" 



terrain features before commencing to letter. A common error is to 
complete the terrain features first, then superimpose the names over 
the features. This results in lack of clarity and neatness. The names 
of towns or operations should be printed within cleared spaces so that 
a small white margin will be provided for each name. It may be 
necessary to use an arrow to indicate the exact location of the town 
or operation. However, it is good practice when a certain feature, 
such as a road net, is to be emphasized, to ink in this feature first so 
that all others can be subordinated to it. In any method of pro- 
cedure make provision for spaces for names and reference data. 

h. Reference data legend. — On instructional maps or charts certain 
data should be shown : the name of the operation, the date, a simple 
unit of measure or scale, and a direction line. Other details, such as 
the vertical interval in case of a contoured map, will be necessary. 
Such data may be placed in a separate, convenient place or in an 
unused area on the map. Often one corner can be set off for the legend. 
A border around the legend adds to the total appearance. 

i. Inking in the features. — Colored inks may be used to plot the 
various features, in accordance with FM 21-30 : black for man-made 
features — roads, towns, fences; brown for contouring or hachuring; 
blue for water; and green for vegetation. Red ink is issued princi- 
pally for plotting troop dispositions. It is customary to use red, 
blue, and brown ink to designate troop dispositions when two or more 
units come in conflict. 

j. Inking in names, reference data (see TM 5-230, pars. 19, 20, 
21). — (1) Simple block letters are the easiest to make and read. 
Lower-case letters are used only on streams. Black is the con- 
ventional color; but where states or countries are bordered in color 
to bring out their boundaries, it is often effective to letter the name 
in the same color as the boundary. 

(2) Size of the lettering. — For lecture rooms, lettering should not 
be smaller than iy 2 inches in height. A letter under iy 2 inches is 
difficult to see from the rear of most rooms. A 2^ -inch letter is 
large. Lettering within this range can be used to emphasize the rela- 
tive importance of the different features. 

k. Allowing ink to dry. — Probably one of the greatest sources of 
annoyance is the smearing of undry ink. It is advisable to ink in 
one complete feature at a time, such as the road net, and let that dry 
thoroughly before putting in any other details. Often instructors 
lose much time in removing ink smears because they commence to 
erase pencil and chalk marks before the ink is dry. 

I. Cleanmg the enlargement. — The artgum eraser is used to remove 
pencil and chalk marks. In removing ink lines and smears, an 
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ink eraser is often required, but white show-card color applied with a 
brush is much faster. However, re-lining or lettering cannot be 
done over show-card color. 

m. Trimming the margin. — When a border is used, a margin of 
2 to 3 inches is customarily left ; this has the same effect as a frame 
on a picture. 

n. Movable symbols. — It will often be necessary to show movement 
on a map, especially troop dispositions. By utilizing movable sym- 
bols which can be thumbtacked in proper place and moved as the 
situation develops, the student will follow the process in his mind. 
It is also effective to use movable arrows which can be tacked on a 
map to show points or locations which are under discussion. In short, 
with a little ingenuity, an instructor can bring life to an otherwise 
dull map by using movable symbols. (See figs. 30 and 71.) 

154. Equipment and materials for preparing maps. — The 
following materials and equipment should be available in the visual 
aids section of every training center : 

a. Drawing tables of the proper height, with large, smooth tops 
which can be adjusted to different angles. 

b. Light table with glass top lighted from beneath. 

c. Drawing boards. 

d. Draftsman's stools and chairs. 

e. T-squares, triangles, and engineer and architect scales. 

/. Drawing instruments — compass and divider, ruling pens, etc. 
(See par. 9, TM 5-230.) 

g. Ink — black, blue, brown, red, and green. 

h. Broad point and "Speedball" pens. 

i. Show card or poster paint — red, green, blue, yellow, black, and 
white. 

j. Camels'-hair and bristle brushes. 
k. Artgum, kneaded, and ink erasers. 
I. Ball of strong twine. 
m. Cake of carpenter's chalk. 

This equipment is inexpensive when purchased ready-made, or some 
of it can be prepared in the carpenter shop. Time spent in getting 
the proper drawing equipment is time well used in increasing the 
efficiency of the total training program. Further information on the 
description and use of drawing equipment is found in sections II 
and III, TM 5-230. 

155. Reproducing small-size maps. — It is often necessary to 
reproduce small-size maps (or charts, cartoons, and illustrations) 
in quantity for student or staff use. This can be done by one of 
several methods. 
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a. Ditto. — The ditto method of reproducing drawings, maps, or 
typed materials is well suited to making a limited number of copies, 
generally from 20 to 100. 

(1) Equipment and materials. — All the materials used are espe- 
cially prepared for this process; ordinary supplies are not suitable. 

(a) Especially prepared carbon paper. 
(6) Special smooth paper for the copies. 

(c) A gelatin pad, or a special printing machine similar to that 
used in the mimeograph process. 

(2) Method. — (a) Material to be reproduced is traced, or typed, 
special carbon paper being used. 

(&) The copy prepared in step (a) is then either transferred to 
the gelatin pad or to the printing machine, and the copies are run off. 

b. Mimeograph stencils. — Printed and drawn materials are widely 
reproduced in the Army by this process. The size is limited by the 
size of the stencils available. 

(1) Materials and equipment. — (a) Mimeograph stencils. 

(&) Light table. This is a piece of frosted glass, supported by a 
wooden frame or table, and lighted from beneath. If such equip- 
ment is not available, it can be constructed in the carpenter shop. 
For mimeograph work, the light table can be a simple wooden box, 
several inches larger than a mimeograph stencil, on which a piece 
of glass can be supported. An electric light bulb is placed under- 
neath. Tracing will be expedited if the top of the frame holding the 
glass is at an angle of approximately 30°. If frosted glass is not 
obtainable, clear glass can be used, provided a frosted electric light 
bulb or a light baffle made from such materials as tracing paper 
is used. 

(c) A mimeograph printing machine. 

(2) Method.— (a) The drawing is placed on the glass under the 
stencil. 

(b) The drawing is transferred to the stencil with a stylus. 

(c) Many kinds of textures, in addition to lines, can be put on the 
stencil. 

c. Photochemical stencils.— Complex maps, as well as mechanical 
drawings, diagrams, and illustrations, can be reproduced directly 
from ink drawings by means of photochemical stencils. This process 
saves considerable time and gives superior reproductions. The chief 
disadvantage is that special equipment, not available in many training 
centers, is necessary. The process requires considerable skill, and the 
detailed directions published by the manufacturers of the materials 
should be read and followed. 

(1) Materials and equipment.— (a) Photochemical stencils. 
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(5) Sensitizing fluids, diluents, brushes, etc. 

(c) Equipment for exposing the stencil. 

(d) Mimeograph printing apparatus. 

(2) Method. — (a) A clear, sharp drawing in India ink should be 
prepared on tracing paper, tracing cloth, or blue-white bond paper. 

(b) The stencil is sensitized. 

(c) The sensitized stencil is exposed with the drawing in place, 
developed, and dried. 

(d) The stencil is printed on a mimeograph machine. 



156. Types and uses. — Charts are visual representations of facts, 
situations, or objects for making comparisons, for summarizing, or 
for showing quantities and developments. They may be drawn either 
on paper, wall board, or a blackboard (see FM 21-5, par. 82). 
Ideally the drawings should express the thought so clearly that few 
words or figures are necessary. For many phases of military instruc- 
tion, charts are the best or, in some instances, the only way of pre- 
senting subject matter (see fig. 73). Charts and diagrams of en- 
larged details or sections of complex mechanisms frequently tell the 
story far more vividly than the actual object (see figs. 4 and 73; 
and figs. 13, 14, 28, etc., FM 21-100). To focus attention on one 
important point at a time, charts are frequently covered with strips 
of paper so arranged that at the appropriate time in the lesson the 
instructor can remove one strip of paper, thereby exposing the perti- 
nent point. The use of such "strip-tease" charts is well demonstrated 
in TF 7-295. Whenever possible, it is advisable to use diagrammatic 
charts together with the actual objects they represent. To choose 
the type of chart that will best present the idea, the instructor must 
know exactly what the chart is to show and be familiar with the 
different possibilities of portraying it. Temporary charts may be 
drawn by the instructor on a blackboard. (See par. 44 and fig. 29 for 
technique of constructing and using a blackboard.) The most com- 
mon types of charts are discussed below : 

a. Tables. — A good example of the tabular type of chart is the 
railroad timetable, showing as it does a great many facts in orderly 
form. The right half of figure 74 shows a table in which rifle marks- 
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manship scores are recorded. Tables are also used extensively in the 
Army in many kinds of numerical and statistical tabulations. 

6. Organization and floio charts. — This type of chart is generally 
used to show how the parts of an organization are related to one 
another. For example, the most effective way of clarifying the ad- 



CHARTS CAN BE PREPARED 
ON WRAPPING PAPER OR 
OF OLD POSTERS, 
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COLOR, SPARINGLY USED, 
| TO THE CHART, 





VISUAL AIDS 
ARE THE ONLY MEANS OF TEACHING 
CERTAIN SUBJECTS. 



Figure 73. — Charts. 



I 



ministrative organization of the Army and its branches is by means 
of a chart showing the flow of command from the Commander in 
Chief through the Secretary of War and Chief of Staff down to the 
lower echelons. Flow charts also can show in sequence the steps in 
a process as in figure 3. 

c. Bar charts. — The bar chart gives a visual comparison of quanti- 
ties which are represented as a series of bars of different lengths in 
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proportion to the quantities they represent. The b»r$ may be placed 
either vertically or horizontally, beginning at a common line as zero. 
Comparisons may be made at a glance by comparing the relative 
positions of the ends of the bars. Its great value lies in its simplicity. 

d. Area diagrams. — Area diagrams are used to show relative quanti- 
ties by means of differences in the size of areas representing the 
quantities. The two chief types are the circle or pie chart and the 
area figure. 

(1) Pie chart (see fig. 7). — The pie chart is a circle, the arc of 
which is divided radially according to the percentage division of 
the whole circle. Its visual value lies in its simplicity and unity ; its 
teaching value, in the manner in which it shows the relation of the 




Figure 74. — Score book. 

quantities of parts to the sum of the whole. Thus, it is a good way 
of showing how a day, week, or other time period in a training 
program is divided. Its chief limitation is that actual quantities are 
seldom made meaningful, the proportional rather than the actual 
amounts being conveyed. The segments of the pie chart become 
much more meaningful if differentiated by color, shading, or tex- 
tures. 

(2) Area figures (see fig. 58). — In this type of chart separate fig- 
ures are contrasted to indicate the ratio between different amounts. 
Generally, the figures are pictorial; consequently the chart has atten- 
tion-attracting values. Its advantages and limitations are similar 
to those of the pie chart. 

e. Line graphs. — The line graph is a line or curve placed on a 
system of coordinates or a grid, each line of the grid designating a 
unit of value or time (see fig. 57). Because it is the most abstract 
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type of chart, it requires special training for proper use. It is also 
the most accurate, and is, therefore, well suited to the presentation 
of statistics and the like. 

/. Pictorial charts. — Pictorial charts are those which show objects 
or quantities by means of pictorial symbols (see fig. 73). Although 
all charts are good devices for representing ideas in graphic form, 
many are not interesting to look at. By animating the chart with 
figures and objects which not only attract attention but emphasize 
the major point, charts can be made far more lively teaching devices. 
Whenever ideas lend themselves to symbolic or pictorial representa- 
tion — and nearly all of them do — any time and effort spent in this 
direction will be well repaid in increased student interest and 
learning. 

(1) The symbols or drawings used are pictorial definitions of 
objects. They should be self-explanatory and readily understandable 
and should represent an object in the most direct possible manner. 

(2) Color adds to the teaching value of pictorial charts. Color is 
an invaluable addition to any teaching device. The most effective 
colors depend on the nature of the symbols: grey can be used for 
tanks, black for mortars, green for trees, etc. 

157. Procurement. — -The training aids officer should have a com- 
plete list of all charts available at the training center as well as 
of those that can be procured. 

158. Making charts. — Those charts needed for only a few lessons 
can be prepared on wrapping paper or other inexpensive materials 
by the instructor. The suggestions made in paragraphs 153 and 154 
will be helpful. If, however, charts are needed to illustrate impor- 
tant facts in lessons frequently taught in the training program, it 
will save time and energy to have these charts carefully prepared 
by specialists in the training aids section. The charts can then be 
saved and used many times by the various instructors on different 
problems in the training program. 

Section VI 

POSTERS, CARTOONS, AND ILLUSTRATIONS 

Paragraph 

General 159 

Uses 160 

Criteria of effective posters, cartoons, and illustrations 161 

Procurement 162 

Making posters, cartoons, and illustrations 163 

159. General. — Illustrations, both humorous and serious, make a 
definite contribution to any training program. With the rapid devel- 

218 



oogle 



Original from 
UNIVERSITY OF CALIFORNIA 



ARMY INSTRUCTION 



159-161 



opment of profusely illustrated magazines and newspapers, men have 
become accustomed to looking at pictures as lively sources of informa- 
tion. The interest aroused by such illustrations is a significant factor 
in expediting learning and making it permanent. 

160. Uses. — a. Posters. — Human interest posters can be as valu- 
able in military training as in commercial enterprises. Generally 
speaking, posters are most useful when hung in mess halls, barracks, 
post exchanges, and recreation centers. Displayed in such places, they 
offer an efficient means of insuring that students will continue to learn 
the fundamentals of military practices even when they are not under- 
going formal instruction. 

b. Cartoons. — Soldiers appreciate humor quite as- much as do 
civilians. A humorous story enlivens a lecture or discussion. In a 
similar way, a cartoon emphasizing a major point in a lesson or course 
attracts and holds the students' attention. When properly used, car- 
toons give information, call attention to errors, and improve morale 
(see figs. 6, 23, and 25). They are a means of motivating students 
through appealing to their sense of humor, one of the most valuable 
assets a soldier possesses. 

c. Illustrations. — Illustrative drawings, such as those used in this 
manual, bring realism and variety to verbal presentations and are 
frequently more forceful than a verbal description. Illustrations that 
are large enough to be seen from the wall or that are projected on a 
screen may be used in classes. They may also be used in texts, manuals, 
and any other printed materials for military use (see especially the 
line and shaded drawings in FM 21-45). Their use, however, should 
not be confined to class periods. Men learning to become soldiers need 
to live and think in military terms. The walls of recreation centers, 
mess halls, and the like, often barren of interest, can be made a genuine 
part of the training program if they are used to display drawings and 
paintings of military activities. Soldiers like to see their activities 
recorded, and get a feeling of pride from the importance which a 
good painting or drawing gives to military life. 

161. Criteria of effective posters, cartoons, and illustra- 
tions. — These aids must have sufficient visual appeal to attract and 
hold the attention of students long enough to impress on them a story, 
fact, idea, or image that they will remember. Specifically, these 
visual aids should — 

a. Be directly related to the training program. — There are phases 
of every training program that can be given new meaning through 
illustrations. Some examples are portraits of heroes ; scenes of bridge 
construction, drill, parachute training, tank formations; wholesome 
recreational activities, and even KP duties. 
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6. Tell their message clearly and forcibly. — Posters, cartoons, and 
illustrations should leave no doubt as to the message, story, or ideal 
they express. Although labels and captions may be used for em- 
phasis, the pictorial forms should be meaningful quite aside from 
words. A poster on safety precautions should tell the observer at a 
glance what he is to learn from it ; a cartoon should throw new light on 
an important point; and a drawing or painting should represent mili- 
tary actions or scenes in an impressive, morale-building way. 

c. Be well designed. — The effectiveness of any visual aid depends to 
a high degree on how well it is composed or designed. A poster or a 
cartoon should be centered on one dominant note. Its force lies in its 
simplicity and directness, in its forceful composition of forms. A 
drawing or painting, being a more permanent training aid, can be 
more complex and detailed so that it will hold interest over a longer 
period. 

d. Be colorful. — Color interests people. When well used, it is one 
of the best means of directing attention toward something important. 
Bright, vivid color is generally used in posters, while more subdued 
color can be used in paintings. 

162. Procurement. — Posters relating to military training and 
ideals can be secured from a variety of sources with which the training 
aids officer should be familiar. A limited number of cartoons and 
illustrations are also available. 

163. Making posters, cartoons, and illustrations.— These 
training aids should be made by specialists competent in this line of 
work. Any poster, cartoon, or illustration wfiich shows evidence of 
incompetent or amateurish illustrative ability loses most of its effec- 
tiveness. Especially in posters and cartoons must the idea developed 
be free of any point that might offend any class, race, or group. It 
should be comparatively easy to locate the necessary trained person- 
nel in any large training center. The equipment needed will vary 
from one situation to another but in general will be similar to that 
listed in paragraph 154. 



Training films and film strips 154 

164. Training films and film strips.— a. General.— The use of 
training films and film strips as instructional expedients in Army 
training programs has brought about many improvements in teaching 
procedures. Their use has made it possible to teach in the classroom 
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many phases of military training which otherwise would require ex- 
tensive equipment, special situations, lengthy rehearsals, and consid- 
erably more time. Procedures can be demonstrated at normal speed 
or in slow motion so that every member of the audience can see ex- 
actly what is taking place. Training films set uniformly high stand- 



TRAINING FILMS 

ARE VALUABLE VISUAL AIDS. 

THEY SHOULD BE INTEGRATED 
IN THE PLANNED TRAINING PROGRAM. 

THEY ARE NOT TO BE CONSIDERED 
AN EMERGENCY OR SUBSTITUTE FORM 
OF INSTRUCTION. 

THEY ARE NOT DESIGNED TO BE THE SOLE 
MEANS OF INSTRUCTION IN A SUBJECT. 




TRAINING FILMS ARE AVAILABLE IN THE 

35 MM SIZE AND IN THE 16-MM SIZE. 

I . . _J 



Figure 75.— Training films. 

ards of achievement because they show to all students operations and 
procedures as performed by experts. It may well be said that no 
instructional program is complete without training films and film 
strips. 

b. /Selection. — Films should be selected and used when they will 
serve the needs of the training situation better than other devices or 
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methods. They must always be chosen so they will be an integral 
step in the attainment of the objective. They should never be regarded 
as rainy-day substitutes, nor should they be used because the instruc- 
tor has not prepared his lesson properly. Before using either a train- 
ing film or film strip in a class, the instructor should study it — several 




THE FILM STRIP PROJECTOR 
IS SMALL AND COMPACT. IT WILL 
OPERATE FROM ANY 110- 115 AC OUTLET. 




Figure 76. — Film strips. 

times if necessary— in order to be thoroughly familiar with the 
contents. 

c - Use and care.— Every instructor should carefully read para- 
graphs 1 to 8, inclusive, FM 21-7, and paragraphs 78, 79, and 80, 
FM 21-5. TF 7-295 and FS 7-75 present many useful suggestions. 
The instructor should also review paragraph 44e, and should study 
figures 19, 22, 33, 75, and 76. A shadow box, as shown in figures 76 

222 



Google 



Original from 
UNIVERSITY OF CALIFORNIA 



ARMY INSTRUCTION 



164 



and 77, can be constructed so that films can be projected in partially 
lighted rooms. 

d. Distribution. — The available training films and film strips are 
listed in FM 21-7 and supplements; paragraphs 5 and 6, FM 21-7, 
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30- J 




4' 




TOP 

Figure 77. — Shadow box for use in projecting films and film strips in partially lighted 

locations. 

give information on their distribution. If needed films are not avail- 
able at the training center film sublibrary, they should be procured by 
the officer in charge well in advance of the time when they are needed. 
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165. Field Service Regulations, Field Manuals, and Techni- 
cal Manuals. — a. Procurement. — These publications are listed in 
FM 21-6 and supplements, and may be procured through the dis- 
tributing agencies listed in AR 310-200. 

b. Use and care. — The publications listed in FM 21-6 contain the 
official doctrines and procedures to be used in training programs. A 
complete set of these publications, filed in order, should be available 
to the instructional staff of every training program. 

166. Other printed training aids. — In the conduct of training 
programs, the need for special printed training aids will arise. Be- 
cause these are definitely related to the special problems of the differ- 
ent training centers, they can be prepared under the direction of the 
training officer. These may be duplicated bulletins, single sheets of 
directions or information, cartoons or illustrative material for 
bulletin boards, etc. They should all be prepared with the following 
considerations in mind : 

a. They must conform to established Army training doctrines and 
regulations. 

b. They should be simple, clear, and concise. 

c. They should be prepared to appeal to students, to encourage 
them to read and study the materials. Training aids should not be 
merely dry statements of facts. 

d. They should be of a size convenient for use. 

e. They should be illustrated as fully as the need requires. 
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